
EISENHOWER MATRIX TEMPLATE 
Use this template to prioritize project tasks and determine which activities to tackle,  

delegate, or delete in order to make the most efficient use of your time. 
 

HIGH URGENT  SIGNIFICANT 
 

DO  SCHEDULE 
 These are vital tasks with substantial urgency.   

 
These are critical tasks with minimal urgency.  

   

 

  

 
   

 NOT URGENT  INSIGNIFICANT 

 DELEGATE  DELETE 
 These are pressing tasks with negligible impact.  

 
These are trivial tasks with minor urgency. 

LOW 
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IM
P

O
R

TA
N

C
E
 

URGENCY 


	checkbox_1krgz: Off
	checkbox_2zxtp: Off
	checkbox_3jahh: Off
	checkbox_4bfie: Off
	checkbox_5fmtf: Off
	checkbox_6kdok: Off
	checkbox_7idaw: Off
	checkbox_8hzdt: Off
	text_9hygy: 
	text_10azpw: 
	text_11kaml: 
	text_12nher: 
	text_13byfh: 
	text_14eubr: 
	text_15dzym: 
	text_16yqqk: 
	checkbox_17rvog: Off
	text_18ldhf: 
	checkbox_19ebil: Off
	text_20qsfo: 
	checkbox_21nzwm: Off
	text_22qyft: 
	checkbox_23itxn: Off
	text_24lfki: 
	checkbox_25cuwc: Off
	checkbox_26hbzs: Off
	checkbox_27flzg: Off
	checkbox_28otfp: Off
	text_29cuzz: 
	text_30mhxj: 
	text_31asfc: 
	text_32dzwo: 
	text_33orxb: 
	text_34gfjy: 
	text_35pdpg: 
	text_36oers: 
	checkbox_37fhha: Off
	checkbox_38sra: Off
	checkbox_39rzkp: Off
	checkbox_40uwyi: Off


